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REP300
REP300 Accessing GEARS Reports

Course Overview
The REP 300 Accessing GEARS Reports course covers the business use, navigation and
execution of the various reports for each of the following GEARS business areas:

Asset Management

Accounts Payable

Accounts Receivable

Enterprise Service Automation (Project Costing, Contract Administration, Grants
Administration)

General Ledger

Inventory

Commitment Control

Purchasing

GL Reports

Course Overview
The REP300-GL General Ledger Reports course will review the process for generating the
appropriate General Ledger reports in GEARS.

Running the Ledger Activity Report

The Ledger Activity report lists the beginning and ending ledger balances by Chartfield
combination and account. It also lists the detailed journal line activity that is posted against the
ledger for the accounting periods that are specified.

After completing this topic, you will be able to:
o Create a new run control for the Ledger Activity report
o Enter process request parameters
e Generate the Ledger Activity report

Procedure

In this topic, you will run the Ledger Activity report.

Step Action

1. Begin by navigating to the General Ledger Activity page.

Click the General Ledger link.
| General Ledger |
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Step Action

2. Click the General Reports link.
General Reports
3. Click the Ledger Activity link.

Ledger Activity|

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > GeneralReports > Ledger Activity

&5 New Window ? Help . http
General Ledger Activity

Enter any information you have and click Search. Leave fields blank for a list of all values.

T Add a New Valug

~ Search Criteria

Run Control ID: [ begins with =] |

[” Case Sensitive

Search || Clear |gasic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

4, The General Ledger Activity page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
| Add a New Value |
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Home | Workist | WufiChannel Console | Addto Favortes |  Sign out
Favorites ~ Main Menu > General Ledger > GeneralReports » Ledger Activity
FNew Window ? Help B htip
General Ledger Activity

Find an Existing Value Add aNew Value

Run Control ID:|

£

Find an Existing Value | Add a New Value

Step Action

Enter the desired information into the Run Control ID field. Enter a valid
value e.g. "GL_ACTIVITY".

6. Click the Add button.

ORACLE

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites ~ Main Menu > General Ledger > General Reports > Ledger Activity

EnNew Window ? Help [ Personalize Page & hip
Ledger Activity Report
Run Control ID: ~ RTR.1.9.1 Report Wanager Process wontor | RUA|
Language: English 7]
Report Request Parameters
Unit: MDJUD QY
Ledger: hCTUAS @, Include Adjustment Periods
Adjustment Period

Fiscal Year: Currency: Q
From Period:

™ Show Discrepancies Only

I™ Display Full Humeric Field

| Refresh |
ChartField Selection Personaize | Find | B First EJ q or 4 DI (55t
Sequence ChartField Name Include CF Summarize Detail All Values Value To Value
[ ] r r r o | a | Q

| & save | [Z] Noity |

Add| U
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Step Action

7. The values for the Unit and the Ledger should default to the "MDJUD" and
"ACTUALS".

8. Enter the desired information into the Fiscal Year field. Enter a valid
value e.g. "2013".

9. Enter "USD" into the Currency field.

10. Enter the desired information into the From Period field. Enter a valid
value e.g. "8".

11. Enter the desired information into the To Period field. Enter a valid value e.g. "8".

12. Click the Show Journal Detail option.
[ Show Journal Detait]

13. Click the Refresh button.

ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites = Main Menu > General Ledger > General Reports » Ledger Activity

ENew Window ? Help [ Personalize Page &, htip =

Ledger Activity Report
Run ControlD: - RTR 191 Repori Manager ~ Process Monitor Run
Language: English -
Report Reguest Parameters
Unit: [MDJUDj
Ledger: ket o
Fiscal Year: [T2013) Currency: [UsD a Period
From Period: [ e To Period: [ Ll | =
I™ show Discrepancies Only [ $how Journal Detail I Display Full Numeric Field
Refresh
ChartField
Sequence  ChartField Hame Include CF  Summarize Detail All Values  Value To Value
1 Program Cost Account F r [ I ‘ a ‘ a
[ 2 FundCode " - = g | a N
[ 3 Account = - = el a N
4 Program F r F " ‘ Q ‘ Q
5 Appropriation Number I r = v ol B
8 Appropriation Year F r = Fo @ | o
[ 7 BatcnAgency v - F B & B I
[ & Depatment r - = o a o
[ d| Pojea r r - = ‘ 2 =
[ 10 miiate r r = o a | o
[ 11 FundAmiiate r - - - N 2
— [ - — _ - — : —

g
v
1
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Step

Action

14.

values:

Fund Code
Account
Program

NogkrwbdE

Batch Agency

Program Cost Account

Appropriation Number
Appropriation Year

Click the Include CF, Detail, and All VValues options for the following Chartfield

15.

Click the Run button.

Process Scheduler Request

UserlID: VP1

server Name: (ISR =
Recurrence: -
Time Zone: Q

Favorites = Main Menu > General Ledger > GeneralReports > Ledger Activity

Run Control ID: RTR.1.9.1

Run Date: |10/31/2012 ]
Run Time: |9:22:54AM

Home | \Workist | MutiChannelConsole | AddtoFavortes |

&0 New Window 7 Help [ Personalize Page

Resetto Current Date/Time

©  General Ledger Activity Report

OK Cancel

Process Name Process Type “Type

*Format

GLS7002 SQR Report |Web

=] [FoF

=] Distribution

Sign out

o nttp

Step

Action

16.

Accept all values on this page.

Click the OK button.

The Process Scheduler Request page displays.

17.

Take note of the Process Instance number in top right corner of the page.

18.

Process Monito

Click the Process Monitor link.
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ORrRACLE

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites Main Menu > GeneralLedger > General Reports > Ledger Activity
Enewwingow 7 Help [ Personalize Page & nitp
Actions.
User ID[VP1 Q  Type | = [rast =l [ 1 [Rours 5] Refresh
Server =] Hame Q@ instance to
Run Status| - Distribution Status x|  save OnRefresh
Personaiize | Find | View Al B | 3 Fist K 42012 O Last
Process Distribution
Select Instance Seq. Process Type N User Run DateiTime Run Status Status. Details
12829 SQR Report GLS7002VP1 1013112012 9:22:54AM PDT Queued NiA Details
T 12628 SQR Report GLST00ZVP1  10/31/2012 9:10:10AM PDT Success  Posted  Details
Go backto General L edger Activity
B save [ Hotify
Process List| Server List
« »

Step

Action

19.

The Process Monitor - Process List page displays.

The process you ran is listed by process instance number in the Process List section.

20.

Click the Refresh button periodically until the run status is "Success" and the
Distribution Status is "Posted".

21.

After the process runs successfully, click the Go back to General Ledger
Activity link.

|G-:J back to General Ledger.ﬂ.ctiuig

22.

The Ledger Activity Report run control page displays.

Click the Report Manager link to retrieve the report.

Report Manage
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Home | Workist | MutiChannel Console | Add to Favorites
Favorites ~ Main Menu > General Ledger > GeneralReports » Ledger Activity

Enewwindow 2 Help [ Personalize Page
Administration " ( Archives

Created On: |

Report Description Alalo b
Report Description Folder Name DateTime n

Go back to General Ledger Activity
|2 save

List | Explorer | Administration | Archives

Sign out

http

General Ledger Reports

Step

Action

23.

The Report Manager - List page displays.

Click the Administration tab.
" Administration

Home | Workist | MutiChannelConsole | Addto Favortes

Favorites | Main Menu > General Ledger > General Reports > Ledger Activity
ENew Window ? Help [ Personalize Page
List " Explorer " BGlulE el Archives
View Reports For
User ID: G Type: [N = [ =st - 1 Days - | Refresh |
status: | =] Folder: [ to: |
Report Pres L
D e Description Format Status
) 1003172012 Acrobat
General Ledaer Acihity Report Details
r 9506 12620 | General Ledger Acthity Report arnoa prol®! |Posted  Details
1003172012 Acrobat
r 9505 12628 | General Ledger Actity Report o 101Mi  (pan |Posted Details
Text
) 106812012 Not
r 9502 12817 Bl Publisher emply dir clean SO Fies MO
(*b)
Text
103112012 Not
r 9501 12616 Bl Publisher Archive A s MO
bty
103112012 | Acrobat |Not
r 9500 12515 |Process Scheduler SystemPurge | 9°1/2302 BCOlst DOl
Text
r 0408 12607 | Comm. Crirl Budget Pracessor 10302012 s posted  Details
9-15:28PM
(*.bd)
Text
r 0497 12606  Comm. Crirl Budget Processor 10302012 Goe Posted  Details
8:59:44PN
bty
Text
r 9496 12605 |Comm.Cnir. Budget Processor 10302012 5 posted  Details
8:5045PM
bty
Text
r 9495 12604 |Comm.cCntl Budaet Processor 10302012 Gjes  posted  Details
8:49.04PM
o)
Text
r 0404 12603 | Comm. Crirl Budget Pracessor 10302012 s posted  Details
8:4151PM
(*.bd)
Text
r 0493 12602  Comm. Cnirl Budget Processor 10302012 Lo Posted  Details
8:33:18PM
(bt}
Bogeoa  Dpeseiectan

Sign out

=

htto =4
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Step Action

24. The Report Manager - Administration page displays.

Click the General Ledger Activity Report link to open the General Ledger
Activity Report.
[General Ledger Activity Reporf

Bun T

Credit

Step Action

25. The General Ledger Activity report displays. Review the information on this page.

Print the report using the browser options, if desired.

26. You have successfully completed the Running the Ledger Activity Report topic.

You have learned how to:
- Navigate to and review the General Ledger Activity report
End of Procedure.

Running the Ledger Activity with Attributes Report

The Ledger Activity with Attributes report lists the journal activity and the associated attributes
for one or more specific Chartfields in the ledger for one or more periods, including beginning
and ending balances.

After completing this topic, you will be able to:

e Create a new run control for the Ledger Activity with Attributes report
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o Enter process request parameters
e Generate the Ledger Activity with Attributes report

Procedure

In this topic, you will run the Ledger Activity with Attributes report.

Step Action

1. Begin by navigating to the Ledger Activity with Attribute page.

Click the General Ledger link.
[i- General Ledged

2. Click the General Reports link.
|General Reports |
3. Click the Ledger Activity with Attribute link.

Ledger Activity with Attribut

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites  Main Menu > General Ledger > GeneralReports > Ledger Activity with Attribute
& NewWindow 7 Help B nttp

Ledger Activity with Attribute
Enter any information you have and click Search. Leave fields blank for a list of all values,

T Aud a New Vaiue

- Search Criteria
Search by: Run Control ID begins with

I~ Case Sensitive

‘Search  |Advanced Search

Find an Existing Value | Add a New Value

WinD, FICSwitchModz); |
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Step Action

4, The Ledger Activity with Attribute search page displays.

NOTE: If you have previously created a run control 1D for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
| Add a MNew Value |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > GeneralReports » Ledger Activity with Attribute
& New Window ? Help &, http

Ledger Activity with Attribute

Eind an Existing Value ) (L EL AL

Run Control ID:

Add

Find an Existing Value | Add a New Value

Step Action

5. Enter the desired information into the Run Control ID field. Enter a valid
value e.g. "RTR.1.9.2".
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iChannel Console Add to Favorites

Favorites Main Menu > General Ledger > General Reports » Ledger Activity with Attribute
FNew Window ? Help B http

=)

Ledger Activity with Attribute

d an Existing Value Add aNew Value

Run Control ID:(RTR.19.2

Find an Existing Value | Add a New Value

Step Action

6. Click the Add button.

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Ledger Activity with Attribute

ENew Window 7 Help [& Personalize Page B, htp

Ledger Activity with Attributes Report

Run Control ID:  RTR.1.9.2 ReportMlanager  Process Monitor | RU|
Language: English -
Report Request Parameters
unit: [MDIuD e
Lodgor: foras @ Include Adjustment Periods
Fiscal Year: [ Currency: [ Q = =
From Period: [ To Period: [ =
™ Show Discrepancies Only I~ Show Journai Detail ™ Display Full Numeric Field
[ Refiesh |
ChartField Selection Personaize | Find | B | 8 Frst Kl 1071 I Last
Sequence ChartField Name Include CF Subtotal Value
[ ] r r [ a
B save |
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Step Action
7. The Ledger Activity with Attributes page displays.
The values for the Unit and the Ledger should default to the "MDJUD" and
"ACTUALS".
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites . Main Menu > GeneralLedger > General Reports > Ledger Activity with Attribute
B New Window ? Help [& Personalize Page &, htip
Ledger Activity with Attributes Report
:::gcnzl;ler:mm: ::;;:2 . Report Manager Process Monitor
Ledger: ’mq — IPEI:io;‘
Fiscal Year: [ Currency: [ Q = =
From Period: [ To Period: [ ! = =
™ Show Discrepancies Only I~ Show Journai Detail ™ Display Full Numeric Field
] r r [ a
5 save Er Add Update/Dispiay
Step Action
8. Enter the desired information into the Fiscal Year field. Enter a valid
value e.g. "2013".
9. Enter "USD" into the Currency field.
10. Enter a period range for which to run the report using the From Period and To
Period fields.
Enter the desired information into the From Period field. Enter a valid
value e.g. "3".
11. Enter the desired information into the To Period field. Enter a valid value e.g. "4".
12. Click the Show Journal Detail option.
[ Show Journal Detaif|
13. Click the Refresh button.

Page 12
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Step

Action

14.

Chartfield values:

Program Cost Account
Fund Code

Account

Program
Appropriation Number
Appropriation Year
Batch Agency

NogkrwbdE

In the Chartfield Selection section, click the Include CF options for the following

15.

Click the Save button.

16.

Click the Run button.

Process Scheduler Request

UserlID: VP1

server Name: (IR =
Recurrence: -
Time Zone: Q

Home | Workist | MutiChannelConsole | AddtoFavortes |

Favorites - Main Menu > General Ledger > General Reports » Ledger Activity with Attribute

{0 New Window ? Help [& Personalize Page

Run Control ID: RTR.1.9.2

Run Date: |10/31/2012 ]
Run Time: |9:46:38AM

Resetto Current Date/Time

Select Description Process Name

“Type *Format

= Ledger Adtivity with Attribute GLS7016

OK Cancel

=] Distribution

[weo™ =] [POF

Sign out

Saved |

Step

Action

17.

Click the OK button.

Accept all values on this page.

The Process Scheduler Request page displays.
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Ledger Activity with Attribute

ENew Window ? Help [ Personalize Page &, htip =

Ledger Activity with Attributes Report

Run Control ID: RTR.1.9.2 ReportMlanager  Process Monitor | RUD |

Language: Enaien ] Process Instance 12632
Report Request Parameters
Unit: [MDiuDe
Lodgor: foras @ Include Adjustment Periods
Fiscal Year: [ 2013 Currency: [uso Q
From Period: ] To Period: [ 4
™ Show Discrepancies Only ¥ Show Journal Detail

ChartField Selection Personalize |

Sequence ChartField Name: Include CF Subtotal  Value
[ 1| Program CostAccount 2 r [ A
[ 3 FundCode 2 c T
[ 3| Account " i I < ¥
[ 4 Program =2 r [ a
[ 5 Appropriation Number |2 r  Ta
[ & Appropriation Year ~ r I < ¥
7 Batch Agency P r a
[ & Depariment r r e E
[ 9] Project r i I < ¥
’710 Affiliate r r ’70\
[ 11 FundAffliate r r A
[ 12l Operating Unit Affliate - r [ =

Step Action

18. The Ledger Activity with Attributes Report run control page displays.

Take note of the Process Instance humber in the top right corner of the page.

19. Click the Run button.
~ Run

Home | Workist | MultiChannel Console Add to Favorites Sign out
Favorites = Main Menu > General Ledger > General Reports » Ledger Activity with Attribute
FMewWindow ? Help [& Personalize Page Bl http
user ID[VP1 a Type | =] [Last =l [ 10 [Winutes w| £ Reffesh |
server| =] name | Q Instance to
Run Status| -] Distribution Status =| F save OnRefresh
Process List Personalize | Find | View A # First Kl 4z20r2 O (ast
Process Distribution .
Select Instance Seq. Process Type Name = VUser  BunDatefime Bun Status g Details
T 12632 SQR Report GLS7016 VP1  10/31/2012 9:46:38AM PDT Success Posted  Details
12831 SQR Report GLS7016 VP 10/31/2012 9:39:51AM PDT Success Posted  Details
Go back to L edger Activity with Atiribute
|2 save | [] wotity |
Process List| Server List
« >
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Step Action

20. The Process Monitor - Process List page displays.

The process you ran is listed by process instance humber in the Process List section.

21. Click the Refresh button periodically until the run status is "Success" and the
Distribution Status is "Posted".

22. After the process runs successfully, click the Go back to Ledger Activity with
Attribute link.

[Go back to Ledger Activity with Attribute]

ORACLE

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports » Ledger Activity with Attribute

I New Window ? Help [ Personalize Page & hitp =|
Ledger Activity with Attributes Report

Run Control ID:  RTR.1.9.2 Report Manager  Process Manitor |- RUA

Language:  (TEVETETIINE =

Unit: [MDJUDj
Ledger: heTUAs
Fiscal Year: [T2013) Currency: s o AR
From Period: I To Period: [ 4 ! = ]
™ show Discrepancies Only  show Journal Detail ™ Display Full Humeric Field
Refiesh
Personaize | Find | B | # i<t 1 1450115 [ Last
Sequence ChartField Name Include CF Subtotal Value
[ 1 Program CostAccount =2 r - |
[ 2 FundCode |2 c e
|3 Account = r < ¢
| 4 Program =2 r [ -
[ 5 Appropriation Humber 3 0L a
| & Appropriation Year =2 r < §
[ 7 BatchAgency r [mf - |
[ Fundafiliate r r e
|| Deparment i r < ¢
[ amiae r [ I
|| Operating Unit Affiliate r r I <
|| BookCoge - r [ -
| Tue C Imi | B
Step Action
23. The Ledger Activity with Attributes Report run control page displays.

Click the Report Manager link to retrieve the report.

Report Manager
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Home | Workist | MutiChannel Console | Add to Favorites Sign out
Favorites = Main Menu > General Ledger > GeneralReports » Ledger Activity with Attribute

Enewwindow ? Help [ Personalize Page % ntp

Administration ** Archives

Created On: |

Report Description Folder Name

Go back to Ledger Activity with Aftribute
|2 save

List | Explorer | Administration | Archives

Step Action

24, The Report Manager - List page displays.

Click the Administration tab.
| Administration

Home | Workist | MutiChannelConsole | Addto Favortes Sign out

Favorites | Main Menu > General Ledger > General Reports > Ledger Activity with Attribute
ENewWindow ? Help [ Personalize Page B hitp =]
List " Explorer " BGliulE el Archives
View Reports For
User ID: G Type: [N = [ st - 1 Days - | Refresh |
[ =] Folder: [ to: |
Report Pres L
D e Description Format Status
- 1003172012 Acrobat
Ledger Activity with Atiibute Details
r 9500 12632 | Ledoer Activity with Attribute st oroet |Posted  Details
1003172012 Acrobat
r 9508 12631 |Ledoer Acvity with Attribute G308 (pa |Posted Details
1003172012 Acrobat
r 9507 12630 |Leduer Actuity with Attribute GavaMi (pany |Posted Detalls
100312012 Acrobat
‘General Ledaer Acthity Report Detalls
r 9506 12629 | General Ledger Actiity Report GUB00M  Gpuy |Pested Detalls
) 1003172012 Acrobat
General Ledaer Acihity Report Details
r 9505 12628 | General Ledger Acthity Report oo frolet |Posted  Details
Text
) 108312012 Not
r 9502 12817 Bl Publisher emply dir clean SO Files Mot
(*ba)
Text
103112012 Not
r 9501 12616 Bl Publisher Archive SO s MOt
bty
1003112012 | Acrobat |Not
r 9500 12515 |Process Scheduler SystemPurge | (90N BTt DAL
Text
r 0408 12607  Comm. Crirl Budget Pracessor 10302012 mos posted  Details
9-15:28P
(o)
Text o
r 0497 12606 | Comm. Crirl Budget Pracessor 10302012 s posted  Details
8:50.44PI
(*ba)
Text
r 0496 12605 Comm. Crirl Budget Processor 10302012 Lo Posted  Details
8:50:46P
bty
Text
r 9495 12604 |Comm.cCnil. Budaet Processor 10302012 6ijes  |Posted  Details
8:49.04PN
o)
Text
[ 9494 12603 |Comm Cnidl Budaet Processor 101302012 Fijes  |posted  Details -
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Step Action
25. The Report Manager - Administration page displays.
Click the Ledger Activity with Attribute link to open the Ledger Activity with
Attribute report.
ILedger Activity with Attribute
Step Action
26. The General Ledger Activity report displays. Review the information.
Print the report using the internet browser settings, if desired.
217. You have successfully completed the Running the Ledger Activity with Attributes

Report topic.

You have learned how to:
- Run the Ledger Activity with Attributes report
End of Procedure.

Running the Journal Entry Detail Report

The Journal Entry Detail report displays all journal entries that were entered in the system for
the Judiciary business unit (MDJUD) and ledger within a specified date range.

After completing topic, you will be able to:

Create a new run control for the Journal Entry Detail report
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o Enter process request parameters
e Generate the Journal Entry Detail report
Procedure

In this topic, you will run the Journal Entry Detail report.

6@GEARS

General Enterprise And Resource Support

Step Action

Begin by navigating to the Journal Entry Detail page.

Click the General Ledger link.
[ General Ledger |

Click the General Reports link.
General Reports

Click the Journal Entry Detail link.

Eournal Entry Detail|

ORrRACLE

Home | Workist | MutiChannel Console | Add to Favorites |

Favorites - Main Menu > General Ledger > General Reports » Journal Entry Detai

Journal Entry Detail

Enter any information you have and click Search. Leave fields blank for a list of all values,

[ Fina zn Existing va ‘»." Add a New Value
- Search Criteria

Run Control ID:[ begins with =] |

[~ case Sensitive

‘Search Clear  |Basic Search [§] Save Search Criteria

Find an Existing Value | Add a New Value

Sign out

& New Window ? Help o5, http
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Step Action

4, The Journal Entry Detail search page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
| Add a New Value |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > General Reports > Journal Entry Detal
I New Window 7 Help &, http

Journal Entry Detail

Eind an Existing Value ) [CCELLACT

Find an Existing Value | Add a New Value

Step Action

5. The Add a New value page displays.

Enter the desired information into the Run Control ID field. Enter a valid
value e.g. "JRNL_ENTRY™".

6. Click the Add button.
Add
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Favorites

Journal Entry Detail Report

Run Control I:  RTR1.93
Language: =

[ show Description on Report

ChartField Selection
Sequence

)

ChartField Hame

Main Menu > General Ledger > General Reports > Journal Entry Detai

Report Manager Process Monitor [

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
ENew Window ? Help [ Personalize Page (B, hitp
Run

Report Request Parameters
Unit: (Y Y
Ledger Group: |acTuaLs o Ledger: [acTUALS @
Source: [ a Journal ID: ]
From Date: [ m To Date: [
Journal Status: | |

™ Show Statistics Amount

Personaiize | Find | X

Include CF

-

I~ Display Full Humeric Field
| Refresh |

First K14 ora O Last

| @ save | [=) Notry |

|Ex ada | |2 upaatemispiay |

Step Action

and "ACTUALS".

The Journal Entry Detail Report page displays.

The values for the Unit, Ledger Group and the Ledger should default to "MDJUD"

Favorites

Journal Entry Detail Report

Run Control ID:  RT}

9.3

Language:

[¥ show Description on Report

ChartField Selection
Sequence

)

ChartField Hame

Main Menu > General Ledger > General Reports > Journal Entry Detal

ReportManager  Process Monitor |

Report Request Parameters

Unit: Moo

Ledger Group: [AcTUALs ™ @ Ledger: [AcTUAS @
Source: [ & Journal ID: ]
From Date: =\ To Date: T\
Journal Status: | |

I” show Statistics Amount

Personaiize | Find | &1
Include CF

-

Run

Home |

Workiist |  MuliiChannel Console |  Addto Favorites | Sign out

Enew Window ? Help [ Personalize Page B hitp

I Display Full humeric Field
| Refresh |

Frst Kl 1011 0 Last

|2 save | [ Notify |

|Ev Add 7 UpdateiDisplay |
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Step Action

8. Click the Journal Status list.

| =

9. Click the Posted (by journal dates) list item.
[Posted (byjournal dates) |

10. Click the Ref_resh button.

ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites = Main Menu > General Ledger > General Reports » Journal Entry Detail
ENew Window ? Help [ Personalize Page &, htip =}
Journal Entry Detail Report

Run Control ID:  RTR.1.0.3 ReportManager  Process Monitor | RUM

Language: English =

Unit: WDJUD a

Ledger Group: |acTuaLs o Ledger: [acTUALS @

Source: [ a Journal ID: ]

From Date: [ m To Date: [

Journal Status: Posted (oy journal dates) ~

[ Show Description on Report ™ Show Statistics Ameunt I~ Display Full Humeric Field

i Refresh

Personaize | Find | B | 7 First Kl 124 of 24 I Last

Sequence Chartfield Name Include CF Descr

[ 1 Program CostAccount F r =

[ 2 Fundcoge [ r

[ 3 Account o r

[ 4 Program r -

[ 5 Appropriation Number r r

[ 8 Appropriation Year r r |

[ 7 BatchAgenty r r

[ & Depatment - r

[ 9 PCBusiness Unit r r

[ 10 Proea - r

[ 11 Adiy r r

Step Action

11. The Chartfield Selection section displays.

Click the Include CF options for the following Chartfield values:
1. Program Cost Account

2. Fund Code

3. Account

12. Click the Run button.

Page 21




Training Guide
General Ledger Reports

Favorites - Main Menu > General Ledger > General Reports » Journal Entry Detai

Process Scheduler Request

UserID: VP1 Run Control ID: RTR.1.9.3

é@GEARS

General Enterprise And Resource Support

Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out

ENew Window ? Help [ Personalize Page &, hip

server Name: | ERREGCEGG_GGE— - Run Date: [10/31/2012 [
Recurrence: - Run Time: [10:27-32AM
Time Zone: Q

Select Description Process Name Process Type
= Journal Entry Detail Report FIN2001 SOR Report

oK | Cancel

10, PRCSRQSTDLGLIST $srt250°;

Resetto Current Date/Time

“Type *Format Distribution

‘Web x| |[PDF ¥| Distribution

Step

Action

13.

The Process Scheduler Request page displays.

Accept all values on this page.

Click the O_K button.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

2 = 1 [~
@I NewWindow ? Help [ Personalize Pa Saved |

Favorites = Main Menu > General Ledger > General Reports » Journal Entry Detai

Journal Entry Detail Report

Run Control ID: RTR.1.9.3 Report Manager Process Monitos

Language: English =] Process Instancer12634

Report Request Parameters

Unit: MDJUD Q

Ledger Group: |acTuaLs o Ledger: [acTUALS @

Source: [ a Journal ID: ]

From Date: [ m To Date: [ m

Journal Status: [Postea oy journal cates) =]

[ Show Description on Report ™ Show Statistics Ameunt I~ Display Full Humeric Field

e
Sequence ChartField Hame Include CF Descr.
Program Cost Account " r =

Fund Code

1

Account

T

1
2
s
[ ] categoy
[ ] subcategory
[ afiliate
[ ] BatchAgenty
[ Depatment
—
]
—

PC Business Unit

Pragram

Ooajoojonioin
minNinipnliniinliniin) u gu]

Appropriation Number

Training Guide
General Ledger Reports

Step

Action

14.

The Journal Entry Detail Report run control page displays.

Take note of the Process Instance humber in the top right corner of the page.

15.

Click the Process Monitor link.
Process Monito

Home | Workist | MutiChannel Console /Add to Favorites Sign out

Favorites - Main Menu > General Ledger > General Reports » Journal Entry Detail

ENewwingow ? Help [& Personalize Page B ntp

user ID|vP1 aQ Type | o [Last =l [ 10 [minwes =] | Refresh |
Server =]  Hame | Q Instance | to |

Run Status| - Distribution Status ~| [ save OnRefresh

Process List Personalize | Find

Process . Distri .
Select Instance Seq. Process Type = ser  RunDateiTime Bun Status g0 Details
F 12634 SQR Report FIN2001 WP1 10/31/2012 10:27:32AM PDT Success Posted Details

Go back to Journal Entry Detail

B save | [ Hotity

Process List | Server List
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Step Action

16. The Process Monitor - Process List page displays.

The process you ran is listed by process instance number in the Process List section.

17. Click the Refresh button periodically until the Run Status is "Success" and the
Distribution Status is "Posted".

18. After the process runs successfully, click the Go back to Journal Entry Detail link.
[Go back to Journal Entry Detail]

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports » Journal Entry Detal

EMew Window ? Help [& Personalize Page B} hitp
Journal Entry Detail Report

Run Control ID:  RTR.1.9.3 Report Manager  Process Manitor |- RUA

Language:  |TEVETETNE =
Report Request Parameters

Unit: MDJUD a

Ledger Group: ACTUALS Q@ Ledger: ACTUALS @

Source: e Journal ID: ]

From Date: [ m To Date: [

Journal Status: Posted (by journal dates) -

[ Show Description on Report ™ Show Statistics Amount ™" Display Full Numeric Field

Refresh

Personaize | Find | B | B8 rist K 424 0724 O Lot

Sequence ChartField Name Include CF Descr
[ 1 |Program CostAccount =
| 2 |Fundcoce
[ 3 |Account
[ | amiate
| |Funaamiate
[ |analysis Type
| |BookCode
| |BudgetPerioa
[ |appropriation Year
’7 PC Business Unit
[ |Appropriation Number
| |cumencyCode

qQq
-
|

inEEn i Bin Bie N Bin N e
a0nonaiananmnn

Step Action

19. The Journal Entry Detail Report run control page displays.

Click the Report Manager link to retrieve the report.

Report Manage
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General Enterprise And Resource Support

Home | Workist | MutiChannel Console | Add to Favorites Sign out
Favorites ~ Main Menu > General Ledger > GeneralReports » Journal Entry Detal

Enewwindow ? Help [ Personalize Page [ ntp

Administration ** Archives

Created On: |

Report Description Folder Name

Go back to Journal Entry Detail
|2 save

List | Explorer | Administration | Archives

Training Guide
General Ledger Reports

Step

Action

20.

The Report Manager - List page displays.

Click the Administration tab.
| Administration

Home | Workist | MutiChannelConsole | Addto Favortes Sign out

Favorites = Main Menu > General Ledger > GeneralReports > Journal Entry Detail

List ) Explorer ' [EEUILIEIEN Archives

View Reports For
User ID: G Type: [N = [ st - 1 Days - | Refresh |

status: | =1 Folder]

ENewWindow ? Help [ Personalize Page B hitp =]

to: |

Frst Kl 160116 1 o

Report Prcs L
i) e Description Format  Status
10131/2012  Acrobat
Journal Entry Detail Report Details
r 9511 12634 |Joumal Entry Detail Report T et lposted Details
101312012 Acvobat
r 9510 12633 |Joural Entry Detail Report o iaamn aa Posted Defals
101312012 Acrobat
r 9509 12632 |Ledger Actvity with Attibute oo (opan |PoSted  Detalls
101312012 Acrobiat
Ledger Actvity with Atribute Details
r 9508 12631 |Ledger Actyitywith Atiibute odatomt epay Posted  Detals
- 101312012 Acrobat
Ledaer Actvity with Attibute : Details
r 9507 12630 |Ledaer Actvity with Atibute o et lposted Deals
101312012 Acvobat
r 9505 12620 |GeneralLedoer AciitvReDOT o300l wpey  Fosted  Defals
101312012 Acrobat
‘General Ledger Acthity Report Details
r 9505 12628 |GeneralledoerAcihitvRepo guoiouuf WTO0 Posted Detalls
Text
1013112012 Not
r 9502 12617 |BIPublisher smpty dir clean AN Fnes N
o)
Text
1012012 16 Nat
r 9501 12616 Bl Publisher Archive 02 Fies Mot
(*b)
101312012 Acrobat | Not
r 9500 12015 |Process Schaduler System Purge 330 L0V FETeRSt L
Text
r 9498 12607 | Comm Cril BudgetProcessor 10392012 Gios Bosted  Details
9:15:26PM
bty
Text
r 9497 12606 |Comm.cCrirBudgetProcessor | 10002012 Files  Posted  Defails
53:44PM
o)
Text
r 9495 12805 | Comm Crirl BudgetProcessor 10302012 gio pocted  Details
B504GPH s
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Step Action

21. The Report Manager - Administration page displays.

Click the Journal Entry Detail Report link to open the Journal Entry Detail
Report.
Wournal Entry Detail Reporf

Step Action

22. The Journal Entry Detail Report displays in a new window.

If desired, print the report using the internet browser options.

23. You have successfully completed the Running the Journal Entry Detail Report
topic.

You have learned how to:

- Enter process request parameters for the Journal Entry Detail report
- Generate and view the Journal Entry Detail report

End of Procedure.

Running the Ledger vs Journal Integrity Report

The Ledger vs Journal Integrity report checks for any discrepancy between Ledger and Journal
tables within a specified period range.

After completing this topic, you will be able to:
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o Create a new run control for the Ledger vs Journal Integrity report
o Enter process request parameters
e Generate the Ledger vs Journal Integrity report

Procedure

In this topic, you will run the Ledger vs Journal Integrity report.

Step Action

1. Navigate to the Ledger vs. Journal Integrity Report page.

Click the General Ledger link.
[ General Ledger |

2. Click the General Reports link.
[General Reports |

3. Click the Ledger vs Journal Integrity link.
|Ledger vs Journal Integr@

OoRrRACLE

Home | \Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites = Main Menu > General Ledger > General Reports > Ledger vs Journal Integrity
& NewWindow 7 Help 5 nttp

Ledger vs. Journal Integrity

Enter any information you have and click Search. Leave fields blank for a list of all values,

[ Fina zn Existing va ‘»-" Add a New Value
- Search Criteria

Run Control ID:[ begins with =] |

I~ Case Sensitive

‘Search Clear  |Basic Search [E] Save Search Criteria

Find an Existing Value | Add a New Value

Page 27




Training Guide {:3((:} GEARS

General Led ger Repo rts General Enterprise And Resource Support

Step Action

4, The Ledger vs. Journal Integrity search page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
| Add a New Value |

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > GeneralReports » Ledger vs Journal Integrity
I New Window 7 Help &, http
Ledger vs. Journal Integrity
Find an Existing Value f \dd a New Value g
RunControl:]
Add
Fing an Existing Value | Add a New Value
Step Action
5. Enter the desired information into the Run Control ID field. Enter a valid
value e.g. "RTR.1.9.4",
6. Click the Add button.
Add
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Favorites

Main Menu > General Ledger > General Reports » Ledger vs Journal Integrity

Home | Workist | WufiChannel Console |  Addto Favortes |

Sign out
ENew Window 7 Help [& Personalize Page B, htp
Ledger vs Journal Integrity Report
Run Control ID: RTR.1.9.4

ReportMlanager  Process Monitor | RUD |
Language: English -
Report Request Parameters
“Unit: MDJUD O, “Ledger: ACTUALS |y “Fiscal Year:
From Period: 0 To Period: [} ¥ Compare Foreign Currency Amt
[ Compare Statistics Amount ™ show Journals I~ Display Full Numeric Field
ChartField Selection

Sequence

| Refresh |
Personalize | Find | B | 3 First ) 4074 1 Last
ChartField Name Include CF Value To Value
C a | aQ
|2 save | [ Notify |

Step

Action

The Ledger vs. Journal Integrity Report run control page displays.

The values for the Unit and the Ledger fields should default to "MDJUD" and
"ACTUALS".

Favorites

Main Menu > General Ledger > General Reports > Ledger vs Journal Integrity

Home | Workist | MuliChannel Console | Addto Favorites

Enew Window ? Help [ Personalize Page B hitp
Ledger vs Journal Integrity Report
Run Control ID: RTR.1.9.4

Reportansger  Process Monitor - RUD|
Language: English =
Report Request Parameters
“Unit: MDJUD Q) “Ledger: ACTUALS |y “Fiscal Year:
From Period: To Period: IV Compare Foreign Currency Amt
¥ Compare Statistics Amount ™ show Journals I Display Full Numeric Field
ChartField Selection

Sequence

| Refresh |
ChartField Name

personaiize | Find | H |

Include CF Value
o

First K14 ora X Last
To Value

a |

| @ save | [Z] Noity |
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Step Action

8. Enter the desired information into the Fiscal Year field. Enter a valid
value e.g. "2013".

9. Enter the desired information into the From Period field. Enter a valid
value e.g. "1".
10. Enter the desired information into the To Period field. Enter a valid value e.g. "12".
11. Click the Show Journals option.
| show Journals
12. Click the Compare Statistics Amount option.
| r Compare Statistics Amount
13. Click the Refresh button.

ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > General Ledger > GeneralReports » Ledger vs Joumnal Integrity

{0 New Window ? Help [& Personalize Page |5, hiip =]

Ledger vs Journal Integrity Report

Run Control ID: RTR.1.0.4 ReportManager  Process Monitor |~ RUM
Language: English -
| Report Request Param
“unit: [MpJup @ “Ledger: [AcTUALS @ “Fiscal Year: [2013]
From Period: [ To Period: [ 1 I~ Compare Foreign Currency Amt
™ compare Statistics Amount F Show Journals I~ Display Full Numeric Field

Refresh

artField Sele
Sequence ChartField Name Include CF Value o To Value
[ 1 Program CostAccount =2 [ a | o =
[ 2 [FundCode 7o Q | Q
[ 3] Account Fo a | Q
[ 4 Program i Q | Q
|5 Appropriation Number i a | a
[ 6 Aopropration Year - [ a | Q
[ 7 |BatchAgency o Q | Q
[ 8 |Department ro Q| Q
[ 9 Proea [mi| a | Q
[ 10 |afiliate o Q | Q
[ 11 Fund Afiiiate C a | Q
[ 12 |operating Unit Amliate r [ a | Q o
[ 13 |BookCode C a | Q
[ 14 |cumencycoge ro a | qQ |
— 7 7 =
Step Action
14. The Chartfield Selection section displays.

Click the Include CF options for the following Chartfield values:
1. Program Cost Account

2. Fund Code

3. Account

4. Program
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Step Action
15. Click the Save button.
16. Click the Run button.
Fun
Favorites - Main Menu > General Ledger > GeneralReports » Ledger vs Journal Integrity e e
@ NewWindow ? Help [ Personalize Page [ htp
Process Scheduler Request
UserID: VP1 Run Control ID: RTR.19.4
server Name: [SRERIDIIINN = | Run Date:[105312012 [
Recurrence:[ 5] Run Time:[10.5627AM | Resetto Current Date/Time
TimeZone:|  |Q
‘;;‘“‘ E::;:r:i:nwnumegnw Rpt ZT;:U"“’”E 22};5;:;:3 [TT:;L: =l |.:3r_:a‘ 1= Distribution
OK Cancel
Step Action
17. The Process Scheduler Request page displays.
Accept all values on this page.
Click the OK button.
18. The Ledger vs Journal Integrity Report run control page displays.
Take note of the process instance number in the top right corner of the page.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > GeneralReports » Ledger vs Joumnal Integrity

ENew Window ? Help [ Personalize Page &, htip =

Ledger vs Journal Integrity Report

Run Control ID: RTR19.4 Reporthlanager ~ Process Monito
Language: English =] Process Instance:12638
Report Request Parameters
“unit: [MD1UD & “Ledger: [ACTUALS @ -Fiscal Year: [2013]
From Period: [ To Period: [ 1 I~ Compare Foreign Currency Amt
™ Compare Statistics Amount 7 show Journals I~ Display Full Numeric Field
| Refresh |

ChartField Selection Personlize | Find | £
Sequence ChartField Name Include CF Value To Value
[ 2 |Fundcoge =2 [ a | Q =
[ 3 |Account E Q | Q

Program = | W Q
[ Projed o Q | Q
[ ] |Amliate | a | a
[ | Funaafiizte - [ a | Q
[ ] |Operating Unit Affiiate r [ a | Q
[ | |BockCode C a | Q
[ ] lcumeneycode - [ a | Q
[ ] |Adjustment Type r [ Q | Q
[ | statistics Code | a | a
[ appropriation Number r [ a | Q o
[ | |Appropriation Year r [ a | Q
[ ] Batenagency [mi| a | Q
| e— Iy Iy -

Step Action

19. Click the Process Monitor link.

rocess Monito

L

20. The Process Monitor - Process List page displays.

The process you ran is listed by process instance number in the Process List section.

Home | Workist | MuttiChannelConsole | Addto Favorites Sign out
Favorites - Main Menu > General Ledger > General Reports » Ledger vs Journal Integrity
Enewwindow 2 Help [ Personalize Page B ntio
user ID[vP1 aQ Type | o [Last =l [ 10 [minwes =] | Refresh |
User ID =
Server Name @ Instance
Run Status - Distribution Status ~| [ save OnRefresh
Process List Personalize | Find A st Kl 43073 O Last
Select Instance Seq. Process Type ::'““%“ User  Run DatefTime Run Status gg:;i:"“"“ Details
T 12830 Application Engine AP_PSTVCHR VP1  10/31/2012 10:59:30AM PDT Success Posted  Deails
T 12638 SQR Report GLSTO10  |VP1  10/31/2012 10:56:27AM PDT Success Posted  Details
T 12637 Application Engine FS_BP VP1  10/31/2012 10:52:48AM PDT Success Posted  Defails
Go backto Ledger vs. Journal Intearity
|2 save | [] wotity |
Process List| Server List
4 »
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Step Action

21. Click the Refresh button periodically until the Run Status is "Success" and the
Distribution Status is "Posted" for the process you have just run.

Refresh

22. After the process runs successfully, click the Go back to Ledger vs. Journal
Integrity link.

|G-:J backto Ledgervs. Journal Integrig

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports » Ledger vs Joumal Integrity

EMew Window ? Help [& Personalize Page B} hitp
Ledger vs Journal Integrity Report

Run Control ID:  RTR1.9.4 Report Manager  Process Manitor |~ RUA

Language: I =]
Report Request Parameters

“Unit: MDJUD|@ “Ledger: ACTUALS @ “Fiscal Year: 2013
From Period: 1 To Period: 12 ™ Compare Foreign Currency Amt
[~ Compare Statistics Amount [ show Journals ™ Display Full Numeric Field
Refresh

B

ChartField Name Inciude CF  Value To Value

[r

Program Cost Account ~

Fund Code

T

Account

K

Program

T

Fund Affiliate

Operating Unit Affiliate

Appropriation Number

Currency Code

Depariment

Affiliate

Adjustment Type

Batch Agency

Book Code

Appropriation Year

UL

£ PP BB P PSS PP AL S P
£ PP OB P PSS PP AL L P

Oaanononooiamnanm

Project

4
[l

Step Action

23. The Ledger vs Journal Integrity Report run control page displays.

Click the Report Manager link to retrieve the report.
eport Manager

|i
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Home | Workist | MutiChannel Console | Add to Favorites Sign out
Favorites ~ Main Menu > General Ledger > GeneralReports » Ledger vs Journal Integrity

Enewwindow  ? Help [ Personalize Page B ntio
Administration " ( Archives

Created On: |

Report Description Folder Name

Go back to Ledger vs. Journal Inteqrity
|2 save

List | Explorer | Administration | Archives

Step Action

24, The Report Manager - List page displays.

Click the Administration tab.
| Administration

Home | Workist | MutiChannelConsole | Addto Favortes Sign out

Favorites | Main Menu > General Ledger > General Reports > Ledger vs Journal Integrity
ENewWindow ? Help [ Personalize Page B hitp =]
List " Explorer " BGlulE el Archives
View Reports For
User ID: G Type: [N = [ st - 1 Days - | Refresh |
status: | =] Folder: [ to: |
Report Pres .
D e Description Format Status
Text
- 9516 12639 | PSIAPVoucher Posting 1EU2012 s posted  Details
10:59:33AN
()
10/31/2012  Acrobat
r 9515 12638 | Ledoervs Jml Inteqrity Rpt 1056900 (hpay | POSted  Details
Text
r 0514 12637 Comm. Crifl BudgetProcessor | 10312012 moe posted  Details
10:52:52AM
(-bt)
10/31/2012  Acrobat
Ledgerys, Jmi Inteqrity Rpt Detalls
r 9512 12635 |Ledoervs. Jml Inteqrity Rpt 1030504 (pay | POSted Datalls
10312012 Acrobat
Journal Entry Detail Report : Details
[ 9511 12634 | Journal Entry Detail Report 1027 3TAM Cpay |POSted  Detalls
10/31/2012  Acrobat
r 9510 12633 Journal Entrv Detail Report 104590AM (hpay  |POSted  Details
10/31/2012  Acrobat
Ledger Actvity with Aftribute Detalls ben
r 9509 12632 | Ledoer Activity with Attribute o4B43M  (pay |POSted Detalls
e 10312012 Acrobat
Ledqer Activity with Aftribute Details
r 9508 12631 |Ledaer Activity with Attribute oa953AM  Cpan |POSted Detalls
10/31/2012  Acrobat
r 9507 12630 | Ledoer Activity with Attribute 037324M  (hpay |POSted  Details
10/31/2012 | Acrobat
r 9506 12620 | General Ledaer Activity Report 02300AM  (pan |POSted  Details
10/31/2012  Acrobat
General Ledger Actiitv Report Detalls
r 9505 12628  General Ledger Activity Report 0124M  (pdy |FOSted Detalls
Text
103112012 Not
r 9502 12617  BIPublisher empty dir clean roaan FIES noced
()
Text
10312012 | Not
r 9501 12616  BIPublisher Archive aas e |
(-bt)
r 9500 12615 |Process Scheculer System Purge |10/ 12012 Acrobat [Not hd
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Step Action
25. The Report Manager - Administration page displays.
Click the Ledger vs. Jrnl Integrity Rpt link to open the Ledger vs. Journal
Integrity Report.
ILedger vs. Jrnl Integrity Rpt
Step Action
26. The Ledger vs. Journal Integrity Report displays in a new window.
Print the report using the internet browser options, if desired.
217. You have successfully completed the Running the Ledger vs Journal Integrity

Report topic.

You have learned how to:
- Run the Ledger vs. Journal Integrity report
End of Procedure.

Running the Trial Balance Report

The Trial Balance report displays the ending ledger balances for the specified year and period by
Chartfield combination. The report also displays subtotals by Chartfield, and Prints a final total
for debits and credits.

After completing this topic, you will be able to:
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o Create a new run control for the Trial Balance report
o Enter process request parameters
e Generate the Trial Balance report

Procedure

In this topic, you will run the Trial Balance report.

Step Action

1. Navigate to the Trial Balance page.

Click the General Ledger link.
[ General Ledger |

2. Click the General Reports link.

|Gen eral Reports

3. Click the Trial Balance link.

OoRrRACLE
Home | \Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites ~ Main Menu > General Ledger > GeneralReports > Trial Balance
Fnewwindow ? Help B ntp
Trial Balance

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

- Search Criteria

Run Control ID:[ begins with =] |

I~ Case Sensitive

‘Search Clear  |Basic Search [§] Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action

4, The Trial Balance search page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
| Add a New Value |

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Trial Balnce
I NewWindow ? Help &, http

Trial Balance

( Find an Existing Value ) (ECERNTEETTN

Find an Existing Value | Add a New Value

Step Action

5. The Add a new Value page displays.

Enter the desired information into the Run Control ID field. Enter a valid
value e.g. "RTR.1.9.7".

6. Click the Add button.
Add
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > GeneralLedger > General Reports » Trial Bance
@ New Window ? Help &, http

Trial Balance Report

Run Control ID: RTR 197 Report Manager Process Monitor

Language: -

Unit: MDJUD Q *Ledger: ACTUALS @, [ Include Adjustment Peri
Adjustment Period
Fiscal Year: Period: ]
1 - =
Currency Option: Base - Currency: a

™ Display Full Numeric Field

Sequence  ChartField Name Include CF~ Deser  Subtofal  Value To Value

[ ] r r imi| Q| Q

& save Notify [E+ Add| | £ UpdateDisplay

Step Action
7. The Trial Balance Report run control page displays.
Verify that the Unit defaults to "MDJUD" and the Ledger field defaults to
"ACTUALS".
8. Enter the desired information into the Fiscal Year field. Enter a valid
value e.g. "2013".
9. Enter the desired information into the Period field. Enter a valid value e.g. "4".
10. Click the Refresh button.
11. Click the Include CF option for the Program
12. Click the Include CF option for the Fund Code Chartfield.
13. Click the Include CF option for the Account Chartfield.
14. Click the Include CF option for the Appropriation Year Chartfield.
15. You can sub-total the report by one of the Chartfields selected.
ﬁ;k the Subtotal option for the appropriate Chartfield.
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Step Action

16. Click the Save button.
17. Click the Run button.

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Trial Balnce
& New Window ? Help [& Personalize Page [ hiip
Process Scheduler Request
User ID: VP1 Run Control ID: RTR1.9.7
server Name: | |SENENNERINNN - Run Date: [10/21/2012 [
Recurrence: - Run Time:|7:17:00P Resetto Current Date/Time
Time Zone: a
o]
Select Description Process Name Process Type Type *Format
= Trial Balance Report GLS7012 SQR Report [weo =] [PoF =] Distriution
OK Cancel
« »

Step Action

18. The Process Scheduler Request page displays.
Accept all values on the page.

Click the OK button.

19. The Trial Balance Report run control page displays.

Take note of the Process Instance number in the top right corner of the page.
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Home:

Favorites - Main Menu > GeneralLedger > General Reports » Trial Balnce

Trial Balance Report

WutiChannel Console | Add to Favorites |

| workist |

Sign out

B New Window ? Help [ Personalize Page &, htip =

Run Control ID: ~ RTR19.7 ReportManager  Process Monitor
Language: English =] Process Instance:12732

Report Request Parameters

Unit: Moo @ “Ledger: [acTUALS @ Include Adjustment Periods
Fiscal Year: [ 2013 Period: [ 4 LT

L | =1

Currency Option: Base hd Currency: Q

™ Display Full Numeric Field

ChartField Select

Sequence ChartField Hame Include CF Descr Subtotal  Value To Value

[ 1 Program CostAccount F r ~ | a | Q
[ 2 Fundcode =2 - r [ a | Q
|3 Account F r r | a | Q
[ 4 Appropriation Year =2 - r [ a | Q
[ | Project r r | Q | Q
[ filiste r r r | Q | Q
[ Funaaffiliate r mf r [ a | Q
[ | Department r r | Q | Q
[ | Operating Unit Affliate r r r | a | Q
[ | Bookcode - - r [ a | Q
[ | AdustmentType r r | Q | Q
[ | Program - - r [ a | Q
[ | Appropriation Number r r r [ a | Q

Step Action

20. Click the Process Monitor link.

Process Monito

Home:

Favorites

Main Menu > General Ledger > General Reports > Trial Balance

| workist | WuttiChannel Console |  Add to Favorites Sign out
ENewWindow ? Help [# Personalize Page Bl http

Process List

user ID|[vP1 a e | =] [Last =l [ 10
User ID = ’7
Server Name Q Instance to
Run Status| -] Distribution Status =| F save OnRefresh

Process Dis! _
Select Instance Seq. Process Type Name ser  RunDatelTime BunStatus g0 Details
| . 2] SQR Report GLS7012 VP1 10/31/2012 7:11:33PM PDT Success Posted Details

[winutes =]

| Refresh

]

-2 of 2 0 Last

Go back to Trial Balance

@ save | [] notry |

Process List| Server List
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Step Action
21. The Process Monitor - Process List page displays.
The process you ran is listed by process instance number in the Process List section.
22. Click the Refresh button periodically until the Run Status is "Success" and the
Distribution Status is "Posted" for the process you have just run.
Refresh
23. After the process has run successfully, click the Go back to Trial Balance link.
|G-:| back to Trial Balance
24, The Trial Balance Report run control page displays.
Click the Report Manager link to retrieve the report.
Report Manager
Home | Workist | MutiChannelConsole | Addto Favorites | Sign out
Favorites - Main Menu ; GeneralLedger ; GeneralReports » Trial Balance
) Enewwindow 7 Help [& Personalize Page B ntt
“ Explorer [ Administration " Archives
F;‘;’e“‘iw—;l instance: | |t:| Refresh
Name: Created On:| [ [Last [ 1 [pas =l
—
List| Explorer | Administration | Archives
Step Action
25. The Report Manager - List page displays.

Click the Administration tab.
| Administration |
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Worklist MuttiChannel Console Add to Favorites. Sign out
Favorites - Main Menu > General Ledger > General Reports » Trial Balnce

Enewwindow 7 Help [ Personalize Page 5 nip =

List | Explorer ministration  [@EEITEY

View Reports For
User ID: [vP1 Type: [N = | [ st - 1 Days - Refresh
status: | =1 Folder| =] mstance: | to: |
Frst £ 150 of 78
103112012 Acrobat
Trial Balance Report . Details
r 9589 12731 |TralBalance Report TA134PH (¢ pay |PoSted  Detalls
103112012 Acropat
General L edger Summary Details =
r 9588 12730 |General Ledger Summa 65150PH  |Cpan |Pested  Details
Text
r 0567 12720 Email 10BN G posted  Details
G5116FM
(*b)
1013112012 Acrobat
Vendor Contract Dispatch/Print Details
r 9586 12728 |Vendor ConadtDISDAICNPINt oo’y topy |(rpay | POSted  Detalls
Text
r 9585 12727 |Email 10312012 Gjs  |posted  Details
BSIAEPH il

10i31/2012  Acrobat
9584 12726 | Vendor Confract DispatchiPrint 5:5146PM  (*pdf) Posted Details

r 9583 12724 |Generall edger Summary g[ﬁﬂn’gg:f ?f;fj%a‘ Posted  Details
Text
r 9581 12722  Document Tolerance Checking ;E:jggg:f Files  Posted Details
bty
) 103172012 Acrovat
InterUnit Actvity Report X Details
r 9580 12721 |InterUnit Activity Report S fol! |Posted  Details
Text
r 9579 12720 | Comm. Crirl Budget Pracessor é“;gﬁg:f Files  Posted Details
(*b)
Text
r 9578 12719 | Comm. Cnirl Budget Processor g;’}’gg:’z Files  Posted Details
!
bty
Text
r 9576 12717 | Comm.Crn Budesterocsssor | (0272017 Files  Posted  Detals
)

Step Action

26. The Report Manager - Administration page displays.

Click the Trial Balance Report link to open the Trial Balance Report.
|Tria| Balance Rennrt|

Beoplagofs
Peport ID: GLET012 TRIAL BALAN Page No. 1
Buz MDJUD--Administrative Office of Court Bua Date 10/31/2012
Ledger ACTUALE -~ Actuals Ledger Bun Time 18:17.3
Rs of Year 2013 and Peried 4
Base Currency: UED
Pend hecoune Azprep Yr Cragse
o001 2001 w2013 =)
202 usD
2151 usD
2102 ueD
oons  2e02 e
2102 =1
r pon 25.000.00
o001 opox  TEam e
ar2013 =1

ooz ool o101 ar2013 uED
2001 ar2013 uED

Total for pon ooun2

ooooa  ooo1  7E03 usD 0.00
ooosa ooes 2001 w2013 usD 0.00
0306 3037 saoy ar012 ueD 1,500.72

2001 ar2012 =1 0.00

otal for PCA 00306

w11 oo sam ar2013 e
o001 opox  vasy ar2013 veD 1,500.00
ales  ooos o701 w2013 ueD 5,000.00
Doooe  oool  e1oL #2013 ueD

2201 ar2013 usD

Y ar2013 usD

Total for pon Donse

Goses  ooos  oemz 2013 e
2200 2013 e
Y ar2013 =1

Total for BOA G0Bds 22,000.00
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Step Action

27. The Trial Balance Report displays in a new window.

Print the report using the internet browser options, if desired.

28. You have successfully completed the Running the Trial Balance Report topic.

You have learned how to:
- Run the Trial Balance report
End of Procedure.

Running the Standard Journals Report
The Standard Journals report lists standard journal entries and their status.

After completing this topic, you will be able to:

e Create a new run control for the Standard Journals report
o Enter process request parameters
e Generate the Standard Journals report

Procedure

In this topic, you will run the Standard Journals report.

Step Action

1. Navigate to the Standard Journals page.

Click the General Ledger link.
| General Ledger |

2. Click the General Reports link.
General Reports

3. Click the Standard Journals link.

Standard Journals]
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ORrACLE

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > General Ledger > GeneralReports » Standard Journals

&0 New Window  ? Help B http
Standard Journals

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

~ Search Criteria

Run Control ID:[ begins with =] |

[~ case Sensitive

‘Search Clear  |Basic Search [§] Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

4, The Standard Journals search page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
| Add a New Value |
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites Main Menu > General Ledger > General Reports > Standard Joumals
FNew Window ? Help B htip

Standard Journals

Find an Existing Value MdaNEWVHIe

Run Control ID:

Add

Find an Existing Value | Add a New Value

Step Action

5. The Add a New Value tab displays.

Enter the desired information into the Run Control ID field. Enter a valid
value e.g. "RTR.1.9.5".

6. Click the Add button.
Add
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Standard Journals

ENew Window ? Help [ Personalize Page &, hip
Standard Journals Report

Run Control ID: RTR.1.95 Report Manager Process Monitor i

Language: English =

Unit: MDJUD Q
SJEID: Q

Journal: Q
From Date: )
To Date: [

B save | [=] Hotify |Ex Add| | Updateisplay

Step Action

7. The Standard Journals Report run control page displays.

Verify that the Unit field displays "MDJUD".

8. Enter the Standard journal Entry ID into the SJE ID field. Enter a valid

value e.g. "POSTAGE".
9. Enter the Journal ID into the Journal field. Enter a valid value e.g. "POSTAGEL".
10. Click the Run button.

LRun
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OoRrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Standard Journals

B New Window ? Help [ Personalize Page (&, hip

Process Scheduler Request

UserID: VP1 Run Control ID: RTR.1.8.5
server Name: | ERREGCGEGG_GG - Run Date: [10/31/2012 [
Recurrence: - Run Time: [3:41:20PW Resetto Current Date/Time.
Timezone:|  |Q
Select Description Process Name Process Type Type *Format Distribution

~ Standard Journal Entry Status GLS7001 SQR Report Web x| |[PDF ¥| Distribution

OK | Cancel

Step Action

11. The Process Scheduler Request page displays.
Accept all values on this page.

Click the O_K button.

12. The Standard Journal Report run control page displays.

Take note of the process instance number displayed in the top right corner of the
page.
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Worklist HutiChannel Consol Add to Favorites

Favorites - Main Menu > GeneralLedger > General Reports » Standard Journals

ENew Window 7 Help [& Personalize Page B htip

Standard Journals Report

Run Control ID: RTR195 Reportlanager  Process Monitar |
Language: English =] Process Instance:12692
Report Request Parameters
Unit: MDJUD Q
SJEID: POSTAGE |Q, POSTAGE SJE

Journal: POSTAGE1 |[Q
From Date: )
To Date: [

(@ save| & J Add | | £ Updale/Display

Step Action

13. Click the Process Monitor link.

Home | Workist | MuliChannel Console | Addto Favorites Sign out

Favorites = Main Menu > General Ledger > General Reports » Standard Journals

ENewWindow ? Help [# Personalize Page Bl http

user ID[VP1 a Type | =] [Last =l [ 5 [Winues =] | Refresh |

server =] name | Q Instance to
Run Status| - Distribution Status >| F save OnRefresh

Process List First Kl 4 o4 O st
Process Distribution

Select Instance Seq. Process Type Nome™> User  RunDstefTime BunStatus S Details

= 12692 SQR Report GLST7001 WP1 10/31/2012 3:41:30PM PDT Success Posted Details

Go back to Standard Journals

|2 save | [=] notry |

Process List| Server List
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Step Action

14. The Process Monitor - Process List page displays.

The process you ran is listed by process instance number in the Process List section.

Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out

Favorites Main Menu > GeneralLedger > General Reports > Standard Journals
Enewwindow 2 Help [ Personalize Page B ntio
User ID[VP1 Q  Type | = [rast =l [ 5 [minmes = Refresh
Server =l Hame | @ Instance | to |
Run Status) - Distribution Status ~| [ save OnRefresh
Personalize | Find | View A1 B8 | 55 Firt £ 4 o4 O (ase
Process Distribution
q. Process Type User Details
Select Instance Seq. Process Type N User Run Date/Time Run Status Status. Details
12892 SQR Report GLS7001VP1  10/31/2012 3:41:30PMPDT Success  Posted  Details
Go backto Standard Journals
B save | [=] Hotify
Process List| Server List
« »

Step Action

15. If needed, click the Refresh button periodically until the Run Status is "Success"
and the Distribution Status is "Posted" for the process you have just run.

Refresh

16. Click the Go back to Standard Journals link.

|Gn back to Standard Journals
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Home | Workist | MuliChannelConsole | Addto Favorites Sign out

Favorites Main Menu > General Ledger > General Reports » Standard Joumals
Enewwindow 2 Help (& Personalize Page B ntio

Standard Journals Report

Run Control ID: RTR.1.9.5 ReportWanager  Process Montor | RUM

Language: E

Report Request Parameters:

Unit: MDJUD Q

SJEID: [POSTAGE @ POSTAGE SUE
Joumak: POSTAGET @
From Date: T m
To Date: [

5] | & Retunto Search | ] Notify | |Bxadd| [ Updatemispiay.

Step Action
17. The Standard Journals Report run control page displays.

Click the Report Manager link.
Feport Manage

| Add to Favorites Sign out

HuiChannel Console

Home | Workist

Favorites Main Menu > General Ledger > General Reports > Standard Joumals
Enewwindow ? Help [ Personalize Page % ntp

' Explorer | Administration " Archives

View Reports
Folder: | ———— Instance: to | Refresh |
Name: Created On:| [ [Last =l 1 [pays =]
" Complei Report Process
Beport Report T DatefTime D Instance

1 Report

Go back to Standard Journals
2 save

List| Explorer | Administration | Archives
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Step Action

18. The Report Manager - List page displays.

Click the Administration tab.
| Adrinistration |

OoRrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Standard Journals

List | Explorer w Archives

Enewwindow 7 Help [ Personalize Page 5 nitp =

View Reports For
User ID: [vP1 Type: [N = [ st - 1 Days - Refresh
status: | =1 Folder| =] mstance: | to: |
personaiize | Find | View ai | B | 8 i<t £ 450 0751 I Last
Report Pres . Reguest .
Select D e Description Date/Time Format Status Details
Text
r 0554 12680 | Standard Joumal Entry 1032012 Ges posted  Details
$2055PU [0 —]
Text
r 0553 12688 AP MATCH 10312002 Lo Posted  Details
316:41PM
bty
Text
r 9552 12687 |Comm.CmiBudgstProcessor | 100V20'2 fjes  posted | Details
sieaeu [
Text
r 0551 12686 |PSIGL Online Joumnal Edit 10312012 G posted  Details
stoareu LS

Step Action

19. The Report Manager - Administration page displays.

Click the Standard Journal Entry link to open the Standard Journal Entry
Report.

!Standard Journal Entr'r'!
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Step Action

20. The Standard Journal Entries Report displays in a new window.

Print the report using the internet browser options, if desired.

21. You have successfully completed the Running the Standard Journals Report topic.

You have learned how to:
- Run the Standard Journals report
End of Procedure.

Running the General Ledger Summary Report
The General Ledger Summary report summarizes journal totals within a ledger by Chartfield.

After completing this topic, you will be able to:

o Create a new run control for the General Ledger Summary report
o Enter process request parameters
e Generate the General Ledger Summary report

Procedure

In this topic, you will run the General Ledger Summary report.
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Step

Action

1.

Navigate to the General Ledger Summary page.

Click the General Ledger link.
|- General Ledger |

Click the General Reports link.

Click the Ledger Summary link.
|Ledger Summag_.[]

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > General Ledger > General Reports > Ledger Summary

I New Window ? Help &, http
General Ledger Summary
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ [ an Bizing v TR TG

~ Search Criteria

Run Control ID: [ begins with =] |

[” Case Sensitive

Search Clear  |pasic Search Save Search Criteria

Fing an Existing Value | Add a New Value

Step

Action

The General Ledger Summary run control search page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not

exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.

Click the Add a New Value tab.
| Add a New Value |
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Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Ledger Summary

FNew Window ? Help B htip
General Ledger Summary

Find an Existing Value Add aNew Value

Run Control ID:

£

Find an Existing Value | Add a New Value

Step

Action

The Add a New Value page displays.

Enter the desired information into the Run Control ID field.

Click the Add button.

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites  Main Menu > General Ledger > General Reports > Ledger Summary
FnewWindow ? Help B htip

Ledger Summary Report

Run ControlID: RTR198
Language: T ]

Report Request Parameters

Reporthlanager  Process Monitor | R

Unit: MDJuD/Q Ledger: ACTUALS @ Currency Code: usp|a
Fiscal Year: To Period:
| Refresh |

ChartField Selection

Personalize | Find | B | 3 First 1) 4074 1 Last
Include CF Value

] r Q

Sequence ChartField Hame

| save | [=] Notity | (B Add| | £ UpdateiDisplay
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Step Action
7. The Ledger Summary Report run control page displays.
The values for the Unit and the Ledger field default to "MDJUD" and
"ACTUALS". The Currency Code defaults to "USD".
8. Enter the desired information into the Fiscal Year field. Enter a valid
value e.g. "2013",
9. Enter the desired information into the To Period field. Enter a valid value e.g. "4".
10. Click the Refresh button.
11. Click the Include CF option for the Program Cost Account Chartfield.
12. Click the Include CF option for the Fund Code Chartfield.
13. Click the Include CF option for the Account Chartfield.
14. Click the Include CF option for the Appropriation Year Chartfield.
15. The Chartfield Selection section displays.
Click the Include CF options for the following Chartfield values:
1. Program Cost Account
2. Fund Code
3. Account
4. Appropriation Number
16. Click the Save button.
17. Click the Run button.
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ORrRACLE

Home | Workist | MutiChannelConsole | Addto Favorites |  Sign out
Favorites - Main Menu > GeneralLedger > GeneralReports » Ledger Summary
=
Process Scheduler Request
Server Name: m Run Date: ’WB
Recurrence:] 7] Run Time: [56144P1M | Resetto Cument Date/Time
Timezone:|  |Q
|77 General Ledger Summary GLS7003 SOR Report ﬁl_;[ ,% Distribution
Step Action
18. The Process Scheduler Request page displays.
Accept values on this page.
Click the OK button.
19. Take note of the process instance number in the top right corner of the page.
Click the Process Monitor link.
Frocess Monito
20. The Process Monitor - Process List page displays.
The process you ran displays by process instance number in the Process List
section.
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Ledger Summary

ENewwindow ? Help [ Personalize Page % ntp

user ID[vP1 aQ Type | o [Last =l [ 5 [minmes = Refresh
Server =]  Hame | @ Instance | to |

Run Status| - Distribution Status x| [ save OnRefresh

Personalize | Find | View A1 B | 38 Fist K 45075 1 Last

Distribution

Select Instance Seq. Process Type Process Name User  Run Date/Time Run Status o2 SO Details
= 12730 SQR Report GLS7003 VP1 10/31/2012 6:51:44PW PDT Queued NIA Details
= 12729 Application Engine PO_CON_EMAIL VP1 1013112012 6:51:10PM PDT Success Posted Details
T 12728 SQR Report POCNT100 VP1 1013112012 6:51:10PM PDT Success Posted Details
B 12725 PSJob CONDISP VP1 10/31/2012 6:51:10PM PDT Suceess Paosting Details
12724 SQR Report GLS7003 VP1 1013112012 6:47:03PM PDT Success Posted Details

Go back to General Ledger Summary
& save [Z] wNotify

Process List| Server List

Step Action

21. Click the Refresh button periodically until the Run Status is "Success" and the
Distribution Status is "Posted" for the process you have just run.

22, After the process has run successfully, click the Go back to General Ledger
Summary link.

[Go back to General Ledger Summany

23. The Ledger Summary Report run control page displays.

Click the Report Manager link to retrieve the report.

Feport Manager
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Home | Workist | MutiChannel Console | Add to Favorites Sign out
Favorites ~ Main Menu > General Ledger > GeneralReports » Ledger Summary

Enewwindow ? Help [ Personalize Page [ ntp

Administration ** Archives

Created On: |

Report Description Folder Name e = Gt

Go backto General Ledger Summary
|2 save

List | Explorer | Administration | Archives

Step Action

24, The Report Manager - List page displays.

Click the Administration tab.
| Administration

Home | Workist | MutiChannelConsole | Addto Favortes Sign out

Favorites | Main Menu > General Ledger > General Reports > Ledger Summary
ENewWindow ? Help [ Personalize Page B hitp =]
List " Explorer " BGllulE el Archives
View Reports For
User ID: G Type: [N = [ st - 1 Days - | Refresh |
status: | =] Folder: [ to: |
Report Pres .
D e Description Format Status
1003172012 Acrobat
General L edger Summary Details
r 9588 12730  General Ledger Summar v frol®! |Posted |Details ]
Text
r 0567 12720 Email 10BN G posted  Details
5:51-16PN
(*ba)
1003172012 Acrobat
r 9586 12728 |Vendor Conlract DispalchPint (343 fepys (pepy | POSted  Detals
Text
r 0585 12727 |Email 103202 Lo Posted  Details
5:51:16PM
bty
) 1003172012 Acrobat
Vendor Conlract Dispatcn/Print Details
9584 12726 |Vendor Contract DispatenPrint | (931201E £00S" |Posted  Detals
1003172012 Acrobat
r 9583 12724 |General Ledger Summary S470Pl  (pan |Posted Details
Text
r 9581 12722 DocumeniTolerance Checking | 09 V2912  Gioe  Posted  Details
5:34:25PM
bty
) 103172012 Acropat
InterUnit Actvity Report Details
r 9580 12721 |InterUnit Activity Report S fot! |Posted  Details
Text
r 9579 12720 |Comm.CriBudgstProcessor | 10002C'2 Files  |Posted  Details
5:30.44PM
o)
Text
r 0578 12719 | Comm. Crifl BudgetProcessor | 1032012 mpee posted  Details
5:2712PN
(*ba)
Text
r 9576 12717 | Comm Cril BudgetProcessor | 09 V2012 Goe Posted  Details
5:24:52PM
bty
) 103172012 Acropat
InterUnit Actvity Report Details
r 9575 12716 InterUnit Activity Report o ot |Posted  Details
Text
[ 9574 12715 AP MATCH 1053172012 Fijes  |posted  Details s
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Step Action

25. The Report Manager - Administration page displays.

Click the General Ledger Summary link to open the General Ledger Summary
Report.
|Genera| Ledger Eummar'r'|

Step Action

26. The General Ledger Summary report opens in a new window.

Print the report using the internet browser options, if desired.

217. You have successfully completed the Running the General Ledger Summary Report
topic.

You have learned how to:
- Run the General Ledger Summary report
End of Procedure.

Running the Journal Entry with Attributes Report

The Journal Entry with Attributes report lists all journal entries and the corresponding
chartfield attributes that were entered in the system for a business unit and ledger within the date
range specified.

After completing this topic, you will be able to:
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e Create a new run control for the Journal Entry with Attributes report
o Enter process request parameters
e Generate the Journal Entry with Attributes report

Procedure

In this topic, you will run the Journal Entry with Attributes report.

Step Action

1. Navigate to the Journal Entry with Attributes page.
Click the General Ledger link.
[i- General Ledged

2. Click the General Reports link.
|General Reports |

3. Click the Journal Entry with Attributes link.
Enurnal Entry with Attrihutes]

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Journal Entry with Attrbutes

@ New Window ? Help &, http
Journal Entry With Attributes

Enter any information you have and click Search. Leave fields blank for a list of all values,

[ Fing zn Existing va ‘»-" Add a New Value

|~ Search Criteria

Search by: Run Control ID begins with RTR.1.9.9

[~ case Sensitive

‘Search | Advanced Search

Find an Existing Value | Add a New Value
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Step Action

4, The Journal Entry with Attributes search page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
| Add a New Value |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > GeneralReports > Journal Entry with Attrbutes s e
RunControl:|
Find an Existing Value ‘ Add a New Value
Step Action
5. Enter the desired information into the Run Control ID field.
6. Click the Add button.
Add
7. The Journal Entry with Attributes Report run control page displays.
The values for the Unit, Ledger Group and Ledger fields should default to
"MDJUD" and "ACTUALS".
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ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > General Ledger > GeneralReports » Journal Entry with Attrbutes

ENew Window ? Help [ Personalize Page &, hip

Journal Entry with Attributes Report

Run Control ID:  RTR.1.0.9 ReportManager  Process Monitor = RUM
Language: | ETERMLZ]
Report Request Parameters
Unit: Moo e
Ledger Group: ACTUALS O Ledger: ACTUALS @
Source: e Journal ID: ]
From Date: [ To Date: [
Joumal Status: [ |
[ show Description on Report ™ Show Statistics Amount ™" Display Full Numeric Field

| Refresh

13 First El' 101 O Last

Sequence ChartField Name Include CF Value
] r [ a
5 save Er Add Update/Dispiay

Step Action

8. Click the Journal Status list and select the Posted (by journal dates) list item.

| =

9. Click the Refresh button.

10. The Chartfield Selection section displays.

Click the Include CF options for the following Chartfield values:
1. Program Cost Account

2. Fund Code

3. Account

4. Appropriation Year

11. Click the Save button.

12. Click the Run button.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Journal Entry with Attrbutes

Process Scheduler Request

UserlID: VP1 Run Control ID: RTR.1.9.9

Training Guide
General Ledger Reports

B New Window ? Help [ Personalize Page &, hip

server Name: | ERREGCGEGG_GG - Run Date: [11/01/2012 [
Time Zone: Q

Select Description Process Name Process Type “Type *Format

OK | Cancel

Recurrence: hd Run Time: |8:55:32AM Resetto Current Date/Time

Distribution

~ Joumnal Entry Dl Rep wikttrib FIN2005 SQR Report Web x| |[PDF ¥| Distribution

Step

Action

13.

Accept the defaulted fields on this page.

Click the O_K button.

The Process Scheduler Request page displays.
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ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > General Ledger > GeneralReports » Joumnal Entry with Attrbutes

ENew Window ? Help [ Personalize Page &, htip =

Journal Entry with Attributes Report

Run Control ID: RTR.1.9.9 Report Manager ~ Process Monitor [ Run

Language: English =] Process Instance:12744.

Report Reguest Parameters

Unit: Moo e

Ledger Group: ACTUALS O Ledger: ACTUALS @

Source: e Journal ID: ]

From Date: [ To Date: [

Journal Status: Posted (oy journal dates) -

[ Show Description on Report ™ Show Statistics Amount ™ Display Full Numeric Field

| Refresh
Personaize | Find | B | 7 First Kl 124 of 24 I Last

Sequence ChartField Hame Include CF Value
[ 1 Program CostAccount = & H
[ 2 Fundcode 2 T a
[ 3 Account o2 &
[ 4 |Appropriation Year |4 e
[ ] categoy - &
[ subcategoyy r I |
[ | |BatchAgency r e
[ | Deparment - T a
[ amliste r &
[ Funaafiiate r e |
[ Progam r &

Step

Action

14.

Take note of the Process Instance humber in the top right corner of the page.

Click the Process Monitor link.
Process Monito

15.

The Process Monitor - Process List page displays.

The process you ran is listed by process instance number in the Process List section.

16.

If needed, click the Refresh button periodically until the Run Status is "Success"
and the Distribution Status is "Posted"” for the process you have just run.
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Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > General Reports » Journal Entry with Attrbutes

Enewwindow ? Help [ Personalize Page % ntp

user ID[vP1 aQ Type | o [Last =l [ 10 [wines =] Refresh
Server =]  Hame | @ Instance | to |

Run Status| - Distribution Status x| [ save OnRefresh

Personalize | Find | View A1 | B8 | 55 Frt £ g orq O (ase

Process Distribution .

Select Instance Seq. Process Type User  RunDate/Time Run Status Details
Select Instance Seq. Process Type Name ~ User  RunDateiTime RunStatus g Details
= 12744 SQR Report FIN2005 WP1 11/01/2012 &:55:32AM POT Success Posted Details

Go back to Journal Entry With Aftributes
& save | (=] Hotity

Process List | Server List

Training Guide
General Ledger Reports

Step

Action

17.

Click the Go back to Journal Entry With Attributes link.
[Go back to Journal Entry With Attributes|

18.

The Journal Entry with Attributes Report run control page displays.

Click the Report Manager link to retrieve the report.
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Home | Workist | MutiChannel Console | Add to Favorites Sign out
Favorites ~ Main Menu > General Ledger > GeneralReports » Journal Entry with Attrbutes

Enewwindow 2 Help [ Personalize Page B ntio
Administration " ( Archives

Created On: |

Report Description Folder Name

Go back to Journal Entry With Aftributes
|2 save

List | Explorer | Administration | Archives

Step Action

19. The Report Manager - List page displays.

Click the Administration tab.
| Administration

Home | Workist | MulichannelConsole | Addto Favorites Sign out
Favorites | Main Menu > General Ledger > General Reports > Journal Entry with Attributes
ENewWindow ? Help [ Personalize Page B hitp =]
List " Explorer " BGliulE el Archives
View Reports For
User ID: v Type: [N = | [ st - 1 Days - | Refresh |
status: | =] Folder: [ to: |
Report Pres L
D s Description Format Status
110172012 Acrobat
Journal Entry Dl Rep wiAttrio Details
r 9536 12744 | Joumal Eniry Dii Rep wilirio gas 41N pan |Posted Delalls |
1110172012 Acrobat
r 9595 12743 | Joumal Enirv Dii Rep wiAfirio gt aaAN  (opan |Posted Delalls
Text
) 1otz | L Not
r 9534 12742 BIPublisher emply dir clean Soae? Files RO
(-bat)
Text
110112012 Not
r 9593 12741 Bl Publisher Archive Svaaa? Files SO
Cba)
110112012 | Acrobat | Not
r 9592 12740 |Process Scheduler SystemPurge |50t 20E CEONE B8
103112012 Acrobat
r 9591 12733 | Joural Eniry Dii Rep wiAfirio 75150PM  (pan  |Fosted Delails
1083172012 Acrobat
Trial Balance Report Details
r 9590 12732  TrislBalance Report 7A708PM  (pap  |Posted  Detalls
) 103172012 Acrobat
Trisl Balance Report Details
- 9589 12731 | Trisl Balance Report TA13apl ¢pan |Posted Details
10312012 Acrobat
r 9588 12730 | Generalledger Summary 65150 (opan |Posted Delals
Text
r 0567 12720 Email 10BI2012 G posted  Details
&:51.16PH
(*.b)
1083172012 Acrobat
Vendor Contract Dispatch/Print Details
r 9586 12728  Vencor Contract DispatenPrint GB116PM (pan |POsted  Defalls
Text
r 9585 12727 |Email 10312012 Gjs  |posted  Details
55116PM
)
10312012 Acrobat
8584 12726  Vendor Contrac Dispatch/Print §5116PM (opan |Posted Delalls
- 9583 12724  GeneralLedger Summary 103172012 A% posted  petails -
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Step Action
20. The Report Manager - Administration page displays.
Click the Journal Entry Dtl Rep w/Attrib link to open the Journal Entry Detail
Report with Attribute.
Wournal Entry Dil Rep wiAttrib|
Step Action
21. The Journal Entry with Chartfield Attributes Report displays in a new window.
Print the report, if desired.
22. You have successfully completed the Running the Journal Entry with Attributes

Report topic.

You have learned how to:
- Run the Journal Entry with Attributes report
End of Procedure.

Running the Journal Line/Accounting Reconciliation Report

The Journal Line / Accounting Reconciliation report compares journal entry lines in General
Ledger with accounting entries in the originating sub-module (e.g., Payables, Accounts
Receivable or Billing).

After completing this topic, you will be able to:
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o Create a new run control for the Journal Line / Accounting Reconciliation report
o Enter process request parameters
e Generate the Journal Line / Accounting Reconciliation report

Procedure

In this topic, you will run the Journal Line / Accounting Reconciliation report.

Step Action

1. Navigate to the Journal Line/Acctg Reconil page.
Click the General Ledger link.
[i- General Ledged

2. Click the General Reports link.
[General Reports|

3. Click the Journal Line/Acctg Reconcil link.
Enurnal Ling/Acctg Reconcill

ORrRACLE

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > General Ledger > General Reports » Journal Line/Acctg Reconil

@ New Window ? Help &, http
Journal Line/Acctg Reconcil

Enter any information you have and click Search. Leave fields blank for a list of all values,

[ Fina zn Existing va ‘»-" Add a New Value
- Search Criteria

Run Control ID:[ begins with =] |

[~ case Sensitive

‘Search Clear  |Basic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value
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Step Action

4, The Journal Line/Acctg Reconcil search page displays.

NOTE: If you have previously created a run control ID for this process, you can
search for it on the Find and Existing Value tab. When a run control does not
exist, create a new one on the Add a New Value tab.

For this topic, click the Add a New Value tab to create a new run control.
| Add a New Value |

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > General Ledger > General Reports > Journal Line/Acctg Reconci
& New Window ? Help B hitp

Journal Line/Acctg Reconcil

Eind an Existing Value ) [ECCELLACT

Find an Existing Value | Add a New Value

Step Action

5. The Add a New Value tab displays.

Enter the desired information into the Run Control ID field.

6. Click the Add button.
Add
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites = Main Menu > General Ledger > General Reports » Journal Line/Acctg Recondi

{0 New Window ? Help [& Personalize Page |2, hiip

Journal Line/Accounting Entry Reconciliation Report
Run Control ID:  RTR.1.0.10 ReportManager  Process Monitor Rug

Language: fengiish i3
Report Request Pa

eport Re: aramete
*Unit: MDJUD Q

“Ledger: [rcTuas @ Journal Status: | |
“Accounting Definition: [ & Journal ID: [ &

“Fiscal Year: [ I Include Adjustment Period

“From Period: [ “To Period: [ 1z

Refresh

& save Notity [+ Add | | £ UpdateDisplay

Step Action

7. The Journal Line/Accounting Entry Reconciliation Report run control page
displays.

The values for the Unit and the Ledger fields should default to "MDJUD" and
"ACTUALS".

8. Enter the desired information into the Accounting Definition field. Enter a valid
value e.g. "APDEFN".

9. Enter the desired information into the Fiscal Year field. Enter a valid
value e.g. "2013".

10. The period range for which the report will run defaults.

Update the period range for which you want to run the report in the From and To

Period fields.
11. Click the Refresh button.
12. The Chartfield Selection section displays.

Click the Include CF options for the following Chartfield values:
1. Program Cost Account

2. Fund Code

3. Account

13. Click the Save button.

Page 70



\'® Training Guide
{:}8 GEARS

General Enterprise And Resource Support General Led ger Reports

Step Action

14. Click the Run button.
Run

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports » Journal Line/Acctg Reconcil
Enew Window ? Help [ Personalize Page & hiip

Process Scheduler Request

User ID: VP1 Run Control ID: RTR 1.9.10
server Name: | |SNEENNENINNNN - Run Date: [11/01/2012 [
Recurrence: - Run Time: [3:08:00AM | ResettoCurrentDate/Time |
Time Zone: a
Select Description Process Name Process Type Type *Format
I Joumnal Line/Accounting Entry GLS8012 SQR Report [weo =] [PoF =] Distriution
OK Cancel

Step Action

15. The Process Scheduler Request page displays.
Accept the default fields on this page.

Click the O_K button.
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Favorites = Main Menu > GeneralLedger > General Reports » Journal Line/Acctg Recondi

Journal Line/Accounting Entry Reconciliation Report

Home |

Workist |

ENew Window ? Help [ Personalize Page &, htip =

Run Control ID:  RTR.1.9.10 Report Manager  Process Monitor [L.Run_J

Language: Engish =] Process Instance:12746

Report Request Parameters

“Unit: MDJUD Q

“Ledger: [fcTuas @ Journal Status: | |
*Accounting Definition: |aPDEFN Journal ID: [ e

*Fiscal Year: [ 2013 I Include Adjustment Period

“From Period: [ “To Period: [ 1z

ChartField Selection Personalize | Find |

Sequence ChartField Name Include CF Descr  Value To Value

[ 1 |Program CostAccount =2 [mi| a | Q =
[ 2| Fundcode o r | a | a

| 3 Account 2 w | Q | Q

[ |sourceType - o Q| @

[ |actviy r r Q| Q

[ | |Appropriation vear - o a | Q

[ |BatchAgency r r o Q | Q

[ ] |category r r | a | (e}

|| Program - [mi| a | Q [
[ | Appropriation Number r - Q | Q

[ | FundAfiliate r | Q | Q

[ ] |Operating Unit Afiliate r [l a | Q =
[ | Analvsis Type C C g | =

WutiChannel Console |

Addto Favortes |  Sign out

Step

Action

16.

Click the Process Monitor link.

Process Monito

Take note of the process instance number in the top right corner of the page.

Favorites - Main Menu > General Ledger > General Reports » Journal Line/Acctg Recondi

Home |

Workist |

Enewwindow ? Help [ Personalize Page % ntp

WuliChannel Console |

Add to Favorites Sign out

Process List

Select Instance Seq. Process Type Name  User  RunDateiTime
= 12748 SQR Report GLS8012 WP1 11/01/2012 3:08:00AM POT

12745 SQR Report GLS8012 VP1 11/01/2012 9:04:34AM POT

10 [Winutes

user ID|vP1 aQ Type | o [Last =l [
User ID m ’7
Server Hame Q Instance to
Run Status hd Distribution Status ~| [ save OnRefresh

Personalize | Find | View A

Run Status
Success

Success

H |

Fist K1 12012 O Last

Distribution
Status

Posted
Posted

Refresh |

Details

Details

Details

Go back to Journal Line/Acctq Reconcil

|2 save | [E] hotify

Process List | Server List
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Step Action

17. The Process Monitor - Process List page displays.

The process you ran is listed by process instance number.

18. If needed, click the Refresh button periodically until the Run Status is "Success"
and the Distribution Status is "Posted" for the process you have just run.

19. Click the Go back to Journal Line/Acctg Reconcil link.
o backto Journal LinefAcctg Reconcil

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > General Ledger > General Reports » Journal Line/Acctg Reconcil

FNewWindow ? Help [# Personalize Page B! hitp
Journal Line/Accounting Entry Reconciliation Report

Run Control ID:  RTR.1.0.10 ReportManager  Process Monitor = RUn

Language: -
Report Request Parameters

“Unit: Moo
“Ledger: [fcTUALS @ Journal Status: | |
“Accounting Definition: [PDEFN @ Journal ID: [ Y
“Fiscal Year: [ 2013 I~ Include Adjustment Period
“From Period: [ “To Period: [ 12
Refiesh
ChartField Personalize | Find | B | i
Sequence ChartField Name Include CF Descr  Value To Value
[ 1] Program Cost Account 2 C o Q | Q =
[ 2| FundCode I C o a | aQ
[ 3| Accoumt 2 [mi| Q| Q
[ 1 Afiliate r C o | Q
[ | Operating Unit Affliate r C | a | aQ
[ | Analysis Type r o Q| Q
[ | Appropriation Year | C o a | aQ
[ | PcBusiness Unit - o Q| Q
[ | Appropriation Number - O Q | Q
[ | curencyCode r ro| a | Q b
[ | Depanment mf C Q | Q
[ Ay r (=l a | Q
[ | BatchAgeney r C o Q| Q
— ; . =
Step Action
20. Click the Report Manager link to retrieve the report.

|i

eport Manager
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Home | Workist | MutiChannel Console | Add to Favorites Sign out
Favorites ~ Main Menu > General Ledger > GeneralReports » Journal Line/Acctg Reconil

Enewwindow ? Help [ Personalize Page [ ntp

Administration ** Archives

Created On: |

Report Description Folder Name

Go back to Journal Line/Acctg Reconcil
|2 save

List | Explorer | Administration | Archives

Step Action

21. The Report Manager - List page displays.

Click the Administration tab.
|" Administration |

Home | Workist | MutiChannelConsole | Addto Favortes Sign out

Favorites  Main Menu > General Ledger > General Reports > Journal Line/Acctg Reconci

List | Explorer ' [ECIILIEENL] Archives

ENewWindow ? Help [ Personalize Page B hitp =]

View Reports For
User ID: G Type: [N = [ st - 1 Days - | Refresh |
status: | =] Folder: =] mstance: | to: |
Report Pres L Request
Select D o] Description DatelTime Format Status Details
11/01/2012 | Acrobat
Journal LineiAccounting Entry . Details
] 9508 12746 | Journal LinelAccounting Ent 90806AM |Cpap | Posted Detalls N
11/01/2012 | Acrobat
r 9507 12745 | Journal Line/Accounting Entry 00435AM |(pay Posted Delails
11012012 |Acrobat
r 9596 12744  Journal Entry Dil Rep wiattrio 85541AM |(pay FOSted  Detals
_ 12012 |Acrobat
Journal Entry D Rep wiAMTD Detalls
r 9595 12743 | Journal Entry Dii Rep w/ANT SaTATAM |(pay FOSted  Detals
Text
1110172012 Mot
- 9594 12742  BIPublisher empty dir clean sarsiam P18 poced
(&)
Text
1110172012 Mot
r 9503 12741 BIPublisher Archive sareuan FlES ol
(*bd)
11012012 |Acrobat  Not
r 9592 12740 |Process Stheculer SYStemPUrge  ooramu” Gion”  pocteq
10/31/2012 | Acrobat
Journal Entry Dif Rep wiAttri . Details
r 9501 12733 | Journal Entry Dil Rep wiAttrib 73150PM | (pap Posted | Delals
10/31/2012 | Acrobat
r 9500 12732 Trial Balance Report 74708PM | (pap  Fosted Delails
101312012 |Acrobat
r 9589 12731 Trial Balance Report 74136 | (pap  Fosted Delails
10/31/2012 | Acrobat
General Ledger Summary Detalls
r 9588 12730  General Ledger Summar G5150PM |(pay FOSted Detals
Text
r 9587 12729 |Emall 10312012 151 Posted  Details
6:54:16PI
1)
10/31/2012 | Acrobat
r 9586 12728 |Vendor Confract DispatchiPrint §5115PM  |(pay Fosted Delails
Text
r v - 10131/2012
3 o Win, CONTENT_LTKS2); goragpy |Fles  Fosted Defails =
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Step Action

22. The Report Manager - Administration page displays.

Click the Journal Line/Accounting Entry link for the report you just ran.
Wournal Line/Accounting Entry

23. The Journal Line/Accounting Entry Reconciliation Report displays in a new
window.

Print the report, if desired.

24. You have successfully completed the Running the Journal Line/Acctg
Reconciliation Report topic.

You have learned how to:
- Run the Journal Line/Acctg Reconciliation report
End of Procedure.
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